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How to Setup Owners to be Paid Out at Mid Month

Overview

In some offices, it is practice to pay out owners during the month as part of a mid month run, this may or
may not include providing a statement to the owners and charging them an additional fee for the
payment. The mid month wizard assists with paying creditors, paying owners, charging owners (if
applicable) and issuing statements.

NOTE: This document is not to be used and does not apply to a clearing statements database
This document will cover:

¢ How to Change an Owner Group

¢ How to Configure Mid Month Wizard for Postage

¢ How to Configure the Mid Month Wizard to not send statements (if required)
e Selecting Group M in the Mid Month Wizard

How to change an Owner Group

In order to pay out specific owners at mid month, the owners need to be ‘grouped’ together so that when
processing the payments, REST is able to distinguish which owners to pay. It is normally recommended
that the group to use is group “M"” be used - meaning mid month.
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Go to Files > Owner or select the icon on the desktop
Enter the alpha index of the owner and press enter
Go to the Payment Tab

Under Statement Control, change Group from Ato M
Click OK-F12
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_"':'i. Cwner Details |i| = |£|

&lphaindex  AFFLECE Active |

General  Payment l Motes l Enquir_l,l] F'ru:upertiesl 045 Disl:us] Budget ] Tan b Eharges] Cancel - ESC

Deposit account Name  Ban Afflack & Jennifer Garner

Clear - F2

ESE 873-872 @
Comment
Delete - F3
EFT Reference  Affleck 2 _—
Flat paprnent amount 4320 E:"E:"j
wfithhiold Funds Add Mode - F4
Permarent [Tick toretain Amount and Comrment s EOR] Amnount 4000

Comment e

Search - F7

Mame Ben Affleck & Jennifer Garmer J

X

o

Payment method | 4,40 deposit (EFT) -

Action - F1

[

Account number 797297

Additional addresz details Send staterment by Email ‘J

Statement control E

Group Layout stple Mo, of copies Last Edits - F3

oK. -F12

How to Configure Mid Month Wizard for Postage

Depending on office procedures, it may be practice to charge owners who wish to be paid at mid month an
additional postage charge. This is configured through the mid month wizard.
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Go to Files > Owner Payments / End of Month or click on the icon on the desktop
Choose Owner Payments / End of Month

Click OK

Click Next after the welcome message appears

Select Mid Month Payout and then click on Configure

Tick or un-tick the Charge Postage as required. If this is un-ticked REST will process the Cheques,
Fees and Split Payments step without the charging the postage and sundries amount, if this is ticked
this will charge the postage and sundries amount that is also charged at end of month (This amount
can be found on your Owner Details > Taxes and Charges Tab).
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Mid Month Payout Configuration

This process will allow pou to configure the wizard to sult your needs. The default
end of month procedure list has been loaded below. [tems can be added, edited
or removed. To make these changes, please click the relevant button below.

Once you are happy with the items in the wizard, please click Next' to continue. .. g

Determine Criteria
Please select from one of the options below so the wizard can determine if you
would like to run mid month or end of month payout

tem No. ttem Description - - -
AT oa ]
2 Bank Reconciliation
3 Set Read Only Lock
4 Clear Banking
@ Mid Month Payout 5 Pre-statement System Recovery & Backup 2 [¥] Charge Postage
B8 Process Recurring Transactions
() End Of Month Papaut 7 Process Outstanding Disbursements

8 Print Outstanding Disbursement Report
9 Print Creditor Ledger
10 Creditor Remittance & Payment
11 Mid Month-1 System Recovery & Backup
12 Print Owner Statements
13 Owner Cheques, Fees and Spit Payments S

I[ Configure I[ Intemnal Accounts l [ Back | Mest | l Cancel Configuie Internal Accounts [ Back ][ Next Cancel

1. Select Next to save the changes

2. This takes you into the mid month wizard, if you do not wish to proceed with processing mid-month
at this time select Cancel. NOTE: The settings have now been saved for this computer. Should mid
month be processed on multiple computers, the above configuration will need to be completed on
each additional computer

How to Configure the Mid Month Wizard to not send statements (if
required)

It is optional as to whether you would like to send the owners a mid month statement in conjunction with
their payment. The information that appears on the statement you send at mid month also appears on the
statement at end of month, therefore the statement is commonly not sent at mid month to avoid confusion
for your owners.

1. Complete steps 1- 4 of the above configuration (i.e. same instructions for configuring postage)
2. Highlight the step for Printing Owner Statements
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Mid Month Payout Configuration

This process will allow you to configure the wizard to suit your needs. The default
end of manth procedure list has been loaded below. ltems can be added. edited
or removed. To make these changes, please chick the relevant button belaw.
Once you are happy with the items in the wizard, please click Mest' to continue...

Item Mo, Item Description |
4 Clear Banking
5 Pre-statement Syztem Recoverp & Backup
E Process Recuring Transactions
7 Process Outstanding Disbursements
8 Prnt Dutstanding Disbursement Report
9 Pnnt Creditor Ledger
10 Creditor Remittance & Payment
11 bid Month-1 System Recoverny & Backup
Frint Dwner Statements
13 Dwner Chegques, Fees and Split Papments
14 Mid Month-2 System Recovery & Backup
15 Autornatic Deposit [EFT Payment) -
16 Send ABA Payment File to Bark
17 System Recoveny

¥

| Add | |LosdDefaut]

| Remowve || Move |

| Charge Postage

m

Configure || Intemal &ccounts ] Back |[ Miext | | Cancel

3. Click on Remove



I ]Il Payment Processing Wizard
Mid Month Payout Configuration

Thiz process will allow you ko configure the wizard to suit your needs. The default
end of maonth procedure list has been loaded below. tems can be added, edited
or removed. To make theze changes. pleaze click the relevant button belaw.

Onice pou are happy with the items in the wizard, please click 'Mext’ to continue. .

Item No. Item Description |

| | Add | |LoadDefaul]
4 Clear Banking

5 Pre-statement System Recovery & Backup | = l baue

B Process Recuring Tranzactions
7 Process Dutstanding Disbursements
8 Prnt Outstanding Disbursement Report
9 Print Creditor Ledger
10 Creditor Remittance & Papment
11 Mid Month-1 System Recovery & Backup
13 Owner Cheques, Fees and Split Payments
14 Mid Month-2 System Recovery & Backup
15 Automatic Deposit [EFT Payment] —
16 Send ABA Payment File to Bark
17 System Recovery e

»

|| Charge Postage

m

Configure || Internal dccounts Back, || M et l | Cancel

4. Click YES to confirm you wish to remove the item from the Wizard

Payment Processing Wizard

a—

) Are you sure you wish to remove the item-
Print Owner Statements

from the wizard?

Yes u | MNo

5. Select Next to save the changes
6. This takes you into the mid month wizard, if you do not wish to proceed with processing mid-month
at this time select Cancel

NOTE: You cannot remove the Print Owner Statement step from a cheque attached stationery database.



Selecting Group M in the Mid Month Wizard

When processing owner payments via cheque or EFT using the mid month wizard, there will be three steps
where a group needs to be selected so that only the owners in that group (i.e. Group M) are chosen to
send statements (if required), charged postage and sundries and paid out.

1. Go to Files > Owner Payments / End of Month or click on the icon on the desktop
2. Choose Owner Payments / End of Month
3. Click OK
4. Click Next after the welcome message appears
5. Select Mid Month Payout
6. Go through the wizard steps as usual
7. At Print Owner Statements step ensure you select Group M and click on Print-F12
¢ Owner Statements =
Selection Adrnped
MDI"I“"I to pfiﬂt E:un'em - Emm M
@ Al q . "] Print commants
| Range Start at Alpha Index [ Print 7D totals
Finish at Alpha Index ] 5end email statements
) Pririt Statements [ Al v]
) Select v
Account bypes [umgg anly v|
Sort Order [i]wner vl
— = - -. . |
A | A | #° S| DI | X
Orientation | Fort Select | Printer Select
F1 F2 F3 Prnt - F12 | Prewew - F11| Export - F10 | Cancel - ESC

8. The next step is Owner Cheques, Fees and Split Payments. Ensure you select Group M and click on
Process-F12

¢ Process Owner Cheques, Charge Statement Fee and Split Payments X
Selection Advanced
@ Al Group M
- Start at Alpha Index
_ Range B Account types [Dwmrs only "’J
Finizh at Alpha Index
Sart Order IDwner v]

) Select h

) . 3 % r 2
A | A | S|ID|M | X
Orientation | Font Select | Printer Select -
F1 F2 F3 Process - F12| Prewiew - F11| Export - F10 | Cancel - ESC

9. Continue through the wizard until step Automatic Deposit (EFT) Payments. Ensure you select Group
M and click on Process-F12



&5 Owner Automatic Deposits

A | A | #

Ornentation | Font Select | Panter Select
Fi F2 F3

Selection Advanced
- Group M I
) Range Start at Alpha Index
_ Account types [

Finish at Alpha Index ']
() Select o

O |L P | X

Process | Preview - F11| Export - F10 | Cancel - ESC

10. Continue through the midmonth wizard until all steps are complete
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